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State Merit System 
Personnel Transactions Division 

DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATEE 

men a department desires to fill a vacancy, they submit a Request for Certification. 
Merit System, by EDP methods, provides a certificate of eligibles, arranged in grade order of 
those persons who have passed the open competitive examination, or the competitive examination. 
The department appoints an applicant from the certificate, and returns it to the Merit System. 
The register is updated on the basis of the action taken on the Certificate. If the department 
desires to non-competitively promote, transfer, demote, or reappoint an individual, they submit 
a Request for Certification, nominating the individual. The Merit System evaluates the 
qualifications of the nominee, accepts or rejects the proposed action, and returns the 
certificate to the department. 

The 

- 

Pending and completed Requests for Certification. Request for a regular or temporary 
appointment, or a competitive promotion, will have a certificate of eligibles attached. 
Filed by department, in numerical order of request number, by fiscal year. 

AVERAGE D A I L Y  RETEREICES ' 

?or.: 11-10-71 
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13. Is t h i s  the  Record Copy of t he  series? 

14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? I .  

15. Is the information contained i n  t h i s  'series ever summarized o r  published? 

16. Does the  series contain . .  c la s s i f i ed  information requiring securi ty  handling? 

18. Could the function be performed if the  f i les  were l o s t  o r  destroyed? 
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Number and type suannarized dai ly .  Annual report  gives t o t a l s .  

17. Does the  s e r i e s  document pol ic ies  and procedures of agency's operation o r ' f m c t i o n ?  [ ]  . .. 

[A 
19. Is the series ( o r  major portion of it) regularly microfilmed? If yes,  why? 

20. Does the  record se r i e s  p d v i d e  data as input t o  an EDP f i l e ?  
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21. Does the record s e r i e s  contain documentation produced as EDP pr intout?  

22. Is the  se r i e s  affected by Federal o r  grant funds? 

23. W i l l  tfiere be a need Yor these records 10, 15 yeaxs from now? If yes,  what? 

24. R E Q U I R E K N T S .  The following requires the f i l e s  t o  be kept 4 years : 

a .  MSTATE b. [ ]STATUTE OF c. [ ]AUDIT d. [ ]FEDERAL e.  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD' . LAW DECISIOR VALUE 

Merit System Act (Act 12,  approved 3/10/71, as m e n d e d )  as contained i n  Merit System b l e s  
and Regulations paragraph 3.803. 

25. AGENCY RECOMMENDATIONS. 

(Cite Law, Statute ,  or other reason for the retent ion requirement) 

May be m e n d e d  by the  State  Personnel Board. 
-I_- - _I_ 

This agency recommends t h a t  t he  f i l e  se r i e s  be cut of f  a t  the end 
of each -[]CALENDAR YEAR -WFISCAL YE+ -[]OTHER ,then : 

A.[]Destroy immediately a f t e r  cut off.  

l []Destroy. 
B.HHold i n  current f i les  area- month ( s ) /A ear(  s ) , then : 

2 WTransfer t o  records center ;  hold>ear(s), then: 

b []Transfer h i s t o r i c a l  material t o  Archives ; 
a WDestfoy. 

destroy remainder. 
3 [ I ~ e s t r o y  a f t e r  audit ( o r  yearCs) a f t e r  audit). 

C. []Hold i n  current f i l e s  area indefini te ly .  
D. []Hold i n  current f i l e s  area >ear( s )  , then t r ans fe r  t o  Archives permanently. 

E. []Other 

(Indicate b r i e f l y  rationale for reconmendations above/or write additionat remarks) : 

(Remarks Attached) 



STATE MERIT SYSTEM OF PERSONNEL ADMINISTRATION 
Administrative and Staff Services Division 

I ;\ 

The Administrative and Staff Services Division is responsible for providing 
administrative support to the State Personnel Board, the Conrmissioner of the 
Merit System, and the Merit Syqtem Office staff. This supporf includes, but 
is not limited to, providing and maintaining off+ce space and equipment, 
administering the personnel program for the Merit System staff; and providing 
fiscal and records management services. 

A m 1  _ _  - No Description 
143 APPOINTMXNT CERTIFICATION FILE - 

144 

379 

Documents relating to pending and 
completed requests for certification. 
Included are requests for a regular 
or temporary appointment or a com- 
petitive ,$rowtion with certificate 
of eligibles attached. File is ar- 
ranged by Departments in numerical 
order of request number; thereunder 
chronologically by calendar year. 

Disposition 
Cut off file at end of each 
calendar year; hold in current 
files area 1 year; then trans- 
fer to State Records Center; 
hold 4 years; then destroy. 
APPROVED: 05/25/72. 
Note: Agency has been using Calendar year even 
though the schedule says cut off FY for years and 
the RC has been accepting no change needed 

MERIT SYSTEM OFFICIAL REGISTER FILES - Cut off files at end of each 
Documents relating to the official fiscal year; hold in current 
record of each person applying for  an files area 2 years; then 
examination and the results thereof. transfer to State Records 
Included only is a monthly computer Center; hold 4 years; then 
printout. Files are arranged by destroy. 
class number by date of examination. APPROVED: 05/25/72. 

APPLICANTS AVAILABILITY FILE - DOCU- Cut off file at end of each 
ments relating to maintaining current fiscal year; then transfer 
information on the name, address and to State Records Center; hold 
availability of each applicant. In- 5 years; then destroy. 
cluded are message to applicant forms; APPROVED: 12/04/72. 
reply; and letters from applicants and 
agencies. File is arranged chronolog- 
ically by fiscal year; thereunder al- 
phabetically by name of applicant. 

73-41 HEALTH INSURANCE KNTHLY REPORT FILE - 
Documents relating to receiving from 
State Agencies monthly Health Insur- 
ance Reports and checks covering con- 
tributions. Included are reports of 
health insurance transactions and wn- 
thly statements of contributione, in- 
cluding contributions by employees, 
matching contributions by State, and 
additions and terminations to coverage. 
File is arranged chronologically. 
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Cut off file at end of each 
fiscal year; hold in current 
files area 1 year or until 
State Audit is completed, which- 
ever is later; then transfer,to 
State Records Center; hold 4 
years; then destroy. 
NOTE: Records involved in any 
claim or expenditure which has 
been questioned shall be re- 
tained until necessary adjust- 
ments have been resolved. 
APPROVED: 01/29/73. 


